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CROSS REFBtENCE SYSTEM 

■ ' " . ' ' ^' [' ■ 

Task kats In the secretarial/clerical area Include: office lenrices aid, typist, general 
office/typist, receptionist, secretary/non-shorthand, secretaity /shorthand, educational office 
personnel, medical secretary, legal secretary, adnlHlstratlve iasslstant, correspondence specialist, 
correspondence supervisor, and data entry operator. All Task Lists cdntain an add-on list of - 
human relations/personal development qualities deslrahle for graduates seeking aebretarlal/clerlcal 
posltlona. . ^. . , ' ' ' 

. ■■ , , V 1 ^ , 

Hhe task l^ata for office ae^vicea aid, typla't, general of flce/typlat , receptlonlat, aecretary/non- 
■ ahorthand.^and aecretary/ahorthand are referred to aa "GENEEAL''*aecretarlai/clerlcal llata and all 
additional llata are referred to aa "SPECIALISED" llata. .• - 

\^ ■ , i 

The* and the numbering ayatem ia the key. to croaa-referenclng for the apeclallzed llata. The 
apeclallzed. lists are compared to the llata for typlat, general' of flce/typlat, receptlonlat, aec- 
retary/non-ahorthand, and aecretary/ahorthand. When there' la aomethlng on the apeclallzed Hat 
^ that la not on the general llata a • appeara. The poaltlon of the • Indlcatea the level of 

change made In the ABEA OF, COMPETENCY, a'fe Statement of Competency, or the Taak. ' For example, If 
the • appeara. before the AEEA OF COMPETENCY the entire AREA OP COMPETENCY la new. If the • 
appeara before a Statement of Competency or Taak then only that Statement or Taak la nev. If the 
* appeara before s word then only that word la new or different. It may be necessary to refer to 
more than one. gewral taak list when con^jarlng state^rats of 

Ihe Taak Llat ?or Data Entry Operator la not referenced to the general llata' becauae the taska 
are unique In that area- aiid "need specialized training. The Taak Llata for Correapondence Speclallat 
.and Correapondence Supervlaor are not reference(i to the general llata becauae taaka In theae areaa 
are applied a word prOceaalng/correapondence center and the procedure for completing the taaka 
la different* from the>aaks In the .general llata. The Taak List for Correapondence Supervlaor 
ia crosa-referenced fia an add-on to the Correspondence Speclallat Taak Llat. ■ 
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INDUSTRY RECOMMfNDATIONS 



SECRETARYPN-SHORTHAND . 

Industry^ rjipresentatlves have made several Buggestlons to students who will seek enployiDent 
upon comipletlon of this occup^t'lonal prograln. these 8ugge8t,lons are general In nature and 

describe the kind of individual vhpn they wish to hire. A competent worker is one who sat- 
ifffactorlsUy perfoms 'the tasks listed in this document and one who is mature and res|)on8ible. 
It is important that an employee have a positive a^itude toteard work and that he/she con- / 
tinues to Mm on the job. > ' * 

' ' '. ^ , ' ■ ' ■ ' 
One way an employee continues V Iwni is through reading articles in professional journals 
and publications. It is very important for a person in this position to Intelligently 
communicate with employers, associates, and the general public. , 

The employee who is an asset to the business assumes xespqnsibil'lty for communications (both 
' written and oral) that leave the office. This includes using cwrect gramiai' and punctuation, 
spelling words correctly, and proofreading carefully so that neat and accurate corrections 
are made. Accuracy and confidentiality' are extremely important in all secretary/clerical 
occupations. 
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B DESCRIPTION 



Secretary /Non-shorthand 

> • ■ 

♦ 

A secretary performs a. wide variety of office duties 
•and general cl\ri cal* tasks with the imphasip being 
on machine transcription and not requiring the skill 
of shorthand. . 

: / 

A secretary may perform duties in^the areas of recep- 
tion,, office coordination (including scheduling), 
recordkeeping, and Maintenance of oAice supplies. 
Additional verbal responsibilities include communico.- 
tion, telephone, mail handling, filing, and repro- 
graphics* Skill in operating power typewriting equip 
myrt^'*(mag card or memory) may be necess^ary^ 

A secretary must have the ability to worlc. well with 
people and be extremely proficient in the use of 
'English, grammar^ spelling, etc. as it applies to 
his/her transcription responsibilities. 

^ Graduates of th^ secret arial program find employment 
In any size or type bf office. 
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TASK LIST 



T|ii f olloyim Tiik Lil t tlvii you, thi vocttlonil Initructor. rtcowinditloni ibout 



tyhit Your itiidtnti ihoyld bi tbh to do whtn thi] Ukl i lol) M i ECTOfflOHHORT- 
n, It wii dtvtloptd by I wrklni coinlttM of licritiriil/cliricil initructori ind 
Induitry ripriiintitivii throuthout thi ititi of Hlnniioti. 

Thi Ink Lilt on thi following pigii Includii thi Tiiki ind thi AREAS OF COKPETENCY 
ricomindid for p griduiti of thi giniril iicritirlil/clirlcil occupitionil progrin. 

Ai you utlllii thii tiik Uit» you will niid to contlnui working Vlth your locil 
idviiory comnlttii and with othir initructori fn /our giogriphic irii. Judgiunti 
lilt bi oidi, by you, conciming thi mount of tiiu to ipind in t itching virioui 
tiiki, thi conditioni lurroundlng thi^pirfonunci of tach talk and thi pirfomnci 
livil for iich talk that will bi acciptabli. 



Secretary/Non-Shorthand 

TASK UST 



AjlEA OF COMPETENCY: TYPEWRIHEN COMMUNICATIONS (VERY IMPORTANT) 

III. A. Types qenerfll buBinfiSB corroipond|ncfl from: typod rough draft, hand- 
written rouqh draft, verbal Inatrfction, verbal dictation at the type 
writer, machine, transcription, and inforitiation complied and composfld 
it the typewriter . 

1. types employer'B buainoss and personal letters in several stylofl 
including any of the following features 

a. attention line 4 

b. carbon notations 

c. company name in closing, 

d. enclosure notations 

e. listed materials 

f. mailing notations 

g. multiple page headings 

h. postscripts 

I i. quoted material ' 
j. reference initials 
k. special closings ^■ 
1. special-sized stationery 

(1) executive size 

(2) half size 

(3) legal size ■ 
m. statistical data in tabular forHJ . 
n. subject line • 

2. types addresses on envelopes 

a. addresses for window envelopes 

b. mailing address (including ZIP Code) 

c. name »bove printed return address 

d. retuEH address 

e. special notations • 



... ,1' • V ■ ■ ' . .'v. 



3. ;ty]jp8 interoffice ffle;ioranda 



. a. plain paper vith appropriate headings 

pre-printed forms ' • ■ ^ . . ' ' 

'III, B» Types multiple copies of general business forms that are pertinent' * ■ 
■ to the^spetfific business from: typed rough draft, Jiaiidvritten rough . 

draft, verbal 'instrtfctionj verisal dictation at the typevriter, machine 
, transcription, and information compiled and oomposed at the typevrilfer 

'1, types general business forms' . ■ ' 

. ■ ■ ■ ■ a. bills of lading./ 

■.f bi credit mjmprandums ^ . . 

\ , "■ . ■ ' c. financial reports ' . 

' ■ . • . 'd. insurance forms ■ •. . 

' ' ' . , V invoices' 

f. purchase orders , ' ' 

g. purchase requisitions . . ' 

h. statements of account , ,, ' 
* io voucher checks - ^ 

J, vouchers '. ' , , ^« 

III.C, .Types miscellaneous material from: 'typed rough draft, handwritten ^ 
rough draft, verbal instruction, verl^al dicilation at the typewriter,'^ 
machine transcription, and information Umpiled and composed at the 
. typewrit er ^ 

" ■ 1, types miscellaneous material 

.a. address, file folder, file drawer labels 

b. index cards , , ' . ^ 

^ ' c. form letters, form paragraphs, and fill-in information 4 

d. lists (e.g. mailing) . 

. e» summary of minutes of meetings or conferences 

' f. telegrams, cablegrams, mailgrams 

g, postcards . , 

o . . ' h. meeting agendas 



ERIC 



SNS4 



i. daily work schedules . ' 

j. manuscripts " ,^ '"^^ , . • 

k. personnel forms / * . . ' . . ' 

1. expense reports ■ • " 

' m. ispeed-reply letters/and memos . 

n. itineraries' , | . 

0^, other materials i)^rt;inent, to ^he specific business- 



JI.D. Types teports (carbons may be required) from: .typed rough draft, 



handwritten rough draft, and machine transcri|)tion 
1, types reports . ' 

'a, end'-of-month reports 
I b. financial/reports . 

c. Multiple, pa^e reports ^ : 

h) unbound ' , , ' 

(2) ' top bound 

(3) left bound , , , 

d. summary' reports . ■ ' 

e. abstracts ' 

f. legal documents («oil,tracts, policies, etc.) 

g. payroll reports i- 

h. reports Mique to the business ' 



I.E. Types ,or prepares copy for repro.duction 

' • ■■ ( 

1. types offset mastery ^ ■ 

2. .types' masters for photo reproduction 



in. F, /Types correspondence records, reports, forms, and miscellaneous material 
from: typed rough draft, handwritten rough draft, verbal instruction, 
-/ verbal dictation at the typewriter, machine transcription, a<id information 
compiled an d composed at the' typewriter with carbon copies '^ 7 
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1,1 types materials vith carton copies " ' ■ 

' a, to lail ■ ^ ' ' ' ' 
i b. for office files • ' 

■I , ' ■ 

I.G, Ilroofreads and makes neat and accurate corrections of typed material 

■ ' ; ' 

• I. makes corrections on 

' a, copies typed with fabric ribbons .. 
^ b. ' copies typed'with carbon ribbons 
I c, "carbon copies ■ ' , 

d, offset masters 

AREA OF COMPETENCY: COMMUNICATIONS COMPOSITION (VERY IMPORTANT) , " \ 

I, A. Composes business letters under direct, supervision 

1. .composes business le.tters under direct supervision 



a. requesting information and/or servi^s 

b. expressing appreciat^n 

c. supplying information 

d. responding to complaints . : f 

e. declining a request; ,,. ' ■ 

f . acknowledging correspondence 

g. expressing acceptance 

h. requesting payment 

i. giving confirmation i 

J, expressing condolence/ j 
k,* jsext ending congratulauons \ 

I.B, Compose'fl business and*informational reports under direct supervision 
, ■ , ' ■ ' I ■ - ■ . 

I,C* _ Composes and/or edits .other materials under direct supervision 



■1. gives dictation (such as to a correspon'dence center) 

2. edits letters dictated by others 

3. edits manuscripts prepare^d by others 

1|. proofreads ty'p«vritteB/handvritten copy '(very inportantl , 

5i prepares articles, announceients, nevs releases, form letters, 

cover letters , , ' - , 

6. prepares audio and visual materials 

T. collects related materials from several reference sources 



AREA OF COMPETENa: RECORDS FILING AND' MANAGEMENT 
II. A, j ' Maintains the currently used filing system 

1. codes documents .foi^ filing , 

2. adds ne.v folders' .' " 

3. locates and retrieves documents ' ' , 
k, refiles documents that-have been removed 

a," single pieces in file folders 
1 b". ■ entire file folder in drawer 



5. searches for missing and misplaced materials 

6. Maintains records of materials taken out of 'the files 
f, ffollovB-up on released maiterials 

I.B. Revises files to keep'them current' « 
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1. follows employer's directions for, retention and disposal, 

2, follows office procedures- for transferring files .to inactive fi 



Cross references documents and oreuares cross reference materialB 
I.D, Maintains index files ■'; 

1,1 Maintains "tickler" files for follov-up responsibilities 
LF, Maintains personal "vx)rk in progress"' file 



i,G. Operates micro-reproducing equipment (Optional) ' ', ' 

I,H. Selects i^terials for micro-reproducing (Optional) 

v. I. determines recordkeeping needs and sugges.ts a filing system 

\ • ' < 

I.J, Estatlislies and sets up a/f/ling system 

1, requisitions necessary equipment and supplies 
. 2. .prepares folders and guides 
3,' files do'cuments -* • , 



m Of COMPETENO, PUBIIC REIATIONS m STAFF SERVICES (VERY IMPOIITANIl 

■ ■ ■ ■ 

II, Ai Screens persons vho enter the office .\ 

1, screens visitors in compliance vith company/institution security 

2,. makes visitors comfortable . • . ' . 
' 3. givfts appropriate information to visitors or answers questions 
, ' about vhere needed, information can be obtained ' , - 
\i escorts visitors to .|ppropriate office area' 

5. makes 'introductions 

6. delivers oral- or written messages from visltbrS'to proper persons 
T, handles business c.ards 

' 8, provides company 'Services within the scope of his/her authority 
9. arranges fol outside services such as 'taxi or limousine 



LB. Manage| 'appointment information 
!• scl\edules appointments 

2, records appointments and keeps' appointment book current 
3* reminds persons of appointments 
\, records cancellations and "no shows" 
5. maintains guest book 
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AIIEA Of COWETENas OfFia FUNGIONS •• , .■ \ 

I. A* Keeps the reception area in order 

• t ■ ' ■ 
I,Bi Operates in^coa systeD 

I«G. Maintains a bulletin board of announceients, news, etc. 

I.D. Maintains eiployee information directory ' • ' . 

I. E. • Writes/prints legibly i ' ' . 

AREA OF COMPFItNCY: OFFICE EQUIPMENT " 

II. A, ' Maintains office eguiyment ■ ' ' 

1, changes equipment ribbons 

2, .cleans office equipment 

3, retomaends service. on equipment , ^ 
i>. handles service calls on equipment '/ - ^. 

bandies .routine maintenance of e.qjlipment ' " 
6, makes minor repairs on office equipment , . 

II. B. Selects and keeps equipment current 

f 

' 1. prepares requisitions for equipment r 

2. maintains records of equipment inventory! 

3. " determi&es requirea^nts for equipment j 

AREA OF COMPETENa: OFR(nUlte (IM^^ ' ' 

III, A. Maintains and keeps up 'to date .personal and office inventory of supplies 

I ' ' ■ 

.1. determines requirements for personal and office supplies 
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1 1*^ i 

2 • prepares requisitions or requests 

!3. maintains and checks Invfintnry rpcorHq to deteciaine if miniiuD" quantities 
are on hand ^ 

4. orders and obtains supplies as needed from suppliers . 

5, checks incoming supplies with packing slip or invoice . 

. ^ 6. unpacks and stores incoming supplies r 

7. maintains suppliers contact file 

8. distributes and controls office 8u|>{^lie8 

9. prepares purchase orders * 
10. authorizes ordering of supplies , 

AREA OF COM™CY:^MEriNG/TRAVEl ARRANGEMENTS (VERY I 
I.A^ Hakes, travel arrangemsints 

/ ' ■ . . / ■ ■ ■ 

1. plans a schedule usiag 



a. trSvel agency 

b. pfint'ed schedules from transportation companies 

c. travel department within company 



2. composes, types r and mails letters of reservation ^ 

,3. purchases and/or prepares tickets , " . A 

'4. prepares Dateriils for employer's briefcase 

5. s|repares: itinerary j ^ 

6. makes and confirns rtrpsportation reservations ' ' 

7. - makes and confirms notel and motel reservations' . 

8. obtains necessary travel funds 

9. compiles anijl types expense reports , 

10. maintains telephone and mail digest for absent eBi|^oyer <^ 
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I.B. Schedules meetings and/or conferences 



I 



1. contacts speakers 

2. mails or distributes notices and specifics regarding location of meetings 
/3. schedules meeting times 

\4. sends con^rmation notes as i^eminders of Meetings ' .* 

5. makes J|,nd notifies participants of changes or cancellations of meetings 

6. reserves meeting room and arranges for refreshnenti' ^^^i^ ' 



?. t)reparefl and inspects meeting room for arrangements anfl^ eiuipment • 

' fl. processes registration for conference participants 

9» assembles needed materials for use during meetings • ■ 

\ ^ . 10. prepares agenda for meetings 

. , ^ •* • , 1 11. attends -meeting and reads minutes 

'■^ 12, attends meeting and takep minutes 

. 13. distributes the. typed minutes In person or by mail 

AREA OF COMPETENCY: TEIEPHONE COMMUNICATIONS (VERY IMPORTANT) 
Answers incoming telephone calls , 

1. uses single line 

2. uses multiple line 

3. transfers .cjjls to correct department or person 

k» screens inco&lng calls M 

■ answers inquiries posed by telephone callers - 

6. records telephone messages (date and t.»:i) 

T. requests complete information to make return calls 

8. delivers telephone messages promptly 

^ I.B. Places outgoing telephone calls 

1, places local calls ^ 
p 

places lon« distance calls' 

a, direct distance- dial (ddd) • 

b, person-to-persQn 

c, statlon-to-statlon 

d, collect , ■ " . 

e, credit card' 

, , , ' 3. places calls u^ing specialized telephone services 

a. conference calls- 

bi overseas long-distance calls ' ' 

c. telephone facsimile equipment 

d. specialized long-dlstanc? networks, such as WATS 

erJc 
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I.e. Places outgoing and receives incoming call/s using specialized telephone 
equipment / \ 

1. "' operates speakerphone 

2. operates picture phone (optional) 

3. uses bell-boy serviceHpager service) 

4. uses card dialers 

5. operates after hours message recorder 

6. contacts mobile phone 

I:D. Finds needed informatiofi by using th/ telephone directory 

1. uses the white pages 

2. uses the yellow pages 

n*E. Maintains Internal telephone records and checks t hem against billing 

1. keeps list of frequently called numbers current 

2. records' long distance calls made 

3. reminds employer to return calls' . , i . , 

4. checks bill from 'telephone company with record of long' distance callh made 

I.F. -omit- ' 

AREA OF COMPETENCY: MAIL (VERY IMPORTANTI 

'tl.h Recelve5i(i^ and processes kcoming mall . 

1. collects mail from post otflce or mailing department (optional) 
;2." sorts unopened incoming mall for delivery to departments or 
iniUvlduals , . 

■ ' A 

' . ' ,. 

a. / business 

b. ' personal 

■3. mends torn or damaged mail 

4. prepares and attaches a routing slip 

5. delivers incoming mail to proper persons or departments 

6. makes notation in mall register 
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7. signi for packages received from shippers or UPS 

8, pays fpr packages received COD 

' 9i detei^Dines disposition of Inadequately addressed nail 

10. opens incoiing business tail, sorts contents, checks enclosures, 
lime/date stamps 

n. attaches pertinent i'nforination to incoming Mil * , 

12. makes filing notations and/or calendar notations 

I.B. ;.; Prepares butgolng mail - 

1. colll^tB mail from other offices or departments (optional) 

2. fol^Sj and stuffs envelopes for mailing 

3. addlsfses envelopes for mass mailings 

4. decisis on least expensive and/or ao|^, .desirable meth6d of communication 
or delivery ^ 

5. processes outgoing letters and packages requiring special handling and/or 
special rates 

6. processes bulk mailings ' ' 

7. prepares and sends telegrams, cablegrams, or mailgram^ » ' \' 

8. prepares, updates, and checks mailing lists 

9. ^ operates a postage meter 

10. ' records use of postage meter in "Meter Record Book" 

11. takes postage meter to post office to be refilled (optional) 

12. operates a postage scale to determine correct postage 

13. attaches correct postage 

/ 14. wraps packages for mailing 

^ 15. writes zip codes on incoming or outgoing mail 

16. files return receipts from registered or certified mail 

17. insures mall \ 
, 18. registers nail 

AREA OF COMPETENa! IIEPR(X5RAPHIC SERVICES (IMPORTANT) 
n.A. SuperviBeB and^nr creates needed copies 

1. operates duplicating equipnent 

* . , SNS13 



a. , offset 

b. copier 

2. collates materials 

a. manually 

b. by machine 

3. binds materials 

a. manually 

b. bv machine 

4. folds pages 

'V 

a. mai)'ially 

b. by machine 

■ \ 

5. proofreads to Insure accuracy ' 
I.B. Makes decisions about reprographic needs • 

1. decides what materials need to be copied 

2. decides on the least expensive and/or most desirable method to 
duplicate materials 

3. makes arrangements to have materials duplicated 

AREA OF COMPETENCY! NUMERICAL DATA (IF NO PAYROLL OR' ACCOUNTING 

DEPARTMENT EXISTS) \ • 

I. A. Maintains a petty cash fund (Optional) 

1. Obtains, checks to establish or replenisli petty, cash fund 

2. makes payments from petty cash 

3. prepares vouchers for money taken out or received ' 

4. records petty cash entries ift a journal or check register - 

5. prepares petty cash reports " . 



I.Bi Maintains a pegboard accounting systen as needed for spidfic business 
. (e.g, payroll, cash receipts) 

* . I.e. Prepares payroll 

1, distributes W«li Forms to new employees 

• 2» maintains personnel records 

3l! prepares time cards for employees 

■ computes payroll 

I. time vorked 

(l) tlmeclock ' ' 
/ (2) handwritten records 

5., computes city, state, or federal -taxes using printed tax, tables 
6. records time, earnings, etc, on employee's earnings record 
T. prepares payroll checks 
8. distributes: payroll checks' 

9i cojipiles payroll information to prepare employer's quarterly and 
annual tax forms 

10. prepares' and mills payroll tax/reports 

11. prepares and mails/dlstrlbuWend of year reports Forms) 

12. keeps records of '.vacation tf_ 

13. keeps personnel records of ^ leave 

I*D. Maintains checking account 

■ ^ . 

1. prepares receipts for.'lncomlnl cash 

,2. endorses Incoming checks for deposit 

3. prepares bank! deposits' from, incoming .cash 

Q k, enters amount 'of deposit .'iD checkbook , 

5. enters deposits in Journals- pr check register y 

6. takes depo&lts to bank according to accepted procedure 
' ]■ prepares checks' < • 

8i uses checkprotcctor 

9» enters checks written Inljournal or check re'giat'er 

, lOr reconciles bank statements 

11, files cancelled checks 

12, signs a check signature card to sign checks i\ 
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13. signs checks (optional) 
Ik, purchases special checks fron the bank 

a. certified ' 
h. hank drafts 
c, money orders 

I.E, Handles payment of hills and stateietit's 

1. checks accuracy 0/ source documents » 

2,, verifies items and checks accuracy and figures on statements 

3. calculates discounts 

k, prepares checks ' 

5. records on the invoices or statements the date paid, check number, 
' ' initials 

6, attaches stubs of bills to checka and presents for signature 
T. files invoices/statements marked paid 

I.F. Maintains accounts receivable records 

1. calculates accounts receivable from source documents to keep customer 
ledger cards current 
• 2. prepares billing for accounts receivable 

'a, ■ lakes a copy of the bill 

b. nails the hlU 

3. prepares list of delinquent accounts 
I.G, MaintalDB accounts payable records ) ^ 

1, calculates accounts payable from source documents to keep accounts • 
^ ^ payable records current , ' • > , 

2. records payments 

I.H. Maintains Journals ' . v 

,w ,1, prepares purchase orders, invoices. Vouchers, receipts or other source 

' ' • documents to record in journals 

2. records data In Journals for financial fitatementji 

3, prepares periodic trial balance of the books 



Ijl. Itnpi hioiiiiry ricordi for thi builniii 

* 

1. ricordi promliiory notti and drifti 

2. ricordi Maturity ditai ^ ' 

3. ricordi iniuranct 
k. recordi taxti 

AIEA OF COMPETENa. DATA PROCESSING (VERY IMPORTANT! 
I. A. Dodei formi for data entry 

I.B. ReadB computer printouts to obtain Infornatlon to prepare required reports 

I.e. Checko source documents against computer printouts for accuracy 

'I 

I.D. Operates CHT display screen to check for accuracy or terlflcation of , 
Information (Optional) 

AREA OF COMPETENT REFERENCE MATERIALS (VERY IMPORTANT) ' ^ 

in. A. Uses general reference materialslo look up spelling, pronunciation, 
definition of terms, compose, edit, afad aid In research 

1. uses general reference materials 

a. office or company's procedures manuals r ' . ■ 

b. dictionary 

\c. telephone directory and yellow pages 

d. quick reference vbrds manual . 

e. theiaurus 

f. outside a^Dcles (both internal and external to the profession) 

g. city directory 

h. postal manual 

1. ZIP Code directory 

•J. secretary's reference manual 

k. company files 

1. past records 

n. vord division manual 

n. equipment operator manual ^ ' » 

0. libraYy 

. 8N8 17 



I.B. Maintains a reference litrary ■ ^ 

AREA OF COMPETENQi MACHINE OPERATIONS (VERY IMPORTANT) * 
I. A. Operates the standard manual typewriter to perfori basic office duties 

I,B, Operates the standard electric typewriter to perform hasic office duties 

I.C, Operates the selectric typewriter to perform basic office duties 

LD, Operates the. self-correcting typewriter to perfori basic offlce^ duties (Optional) 

I.E. Operates the proportional spacing typewriter to perfori basic office duties (aptionfil) 

■ \ ' - ' > ' . ■ ' 

I.F. Oper'ates the autoiatic /power typewriter to perform .basic office duties > 

Kind: ' ' ' 

■ • 1 '■ 

, ■ ■ ) ■ 

i.G. operates the 10-key adding machine to perform basic|, office duties 

I.H. Operates the electronic display calculator to perform basic office duties 

I.I. Operates the electronic printing calculator to perform basic office duties 

I.J. Operates the printin-g calculator to perform basic office duties (Optional) 

I.K, » Operates the full-key adding machine to perform basic off ice duties (Optional) 

i ■ ' ■ ■ . .* 

I.L., Operates the transcribing machine to perform basic office duties 

AREA Of COMPETENai SUPERVISED WORK EXPERIENCE, OFHCE SIMULATION, 
STUDENT ORGANIZATIONS (OPTIONAL) 

I. A. Participates in supervised work experience training , (co-op or internship) ' f 
I.B. Participates in a simulated office program 
I.e. Par^ipatee in ,co-currlcular student organizations 



COAAPETENCY RECORD 



The COMPETENCY RECORD that appears in this section is 
suggested as a replacement for the traditional report 
card. It can bfe used to give employers, teachers, 
counselors, students and parents information about 
what each student can and cannot do. 

The COMPETENCY RECORD should follow the student through 

his or her vocational training in the secondary and/or ^ 

the post-secondary school. The recommended grading scale C 

is shown on the COMPETENCY RECORD. The. COMPETENCY RECORD 

on the following pages includes ALL the AREAS t)F COMPETENCY 

recommended for a graduate of the Secretary /Non-shorthand 

Occupational Program. ^ >' 
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COMPETENCY RECORD 



^.jccuPATioNAL PROGRAM: Secretaiy/Non-Shorthand Jqwc oi fi(ii(leiiL_£___ 
V ' • ^ . 

This coi^petency record tells what the student, who is named above, has demonstrated that he or she can ^ 
do. A graduate is one who has deionstrated competent performance of all the tasks designated for this 
occupa ional program. This competency record is to be used as an expansion of and/or s pplement to the 
traditional report card. Student performance can he rated at the secondary and/or post condary le 



RATING SCALE: 


• • — ^ 


5 


- Performs task(s) with ability that consistently 


/I ■ Is unable to perform task(s). 




exceedfs) program minimum standards set for job 






entry level; very competent. 


T - Demonstrated ability to perform task(s) at or 






. above job entry level by taking a challenge 


4 


- Performs task(s)' at job entry level; competent. 


test. - ' 


3 


- Performs task(s) with periodic assistance. 


PWPM - Actual production words per minute (PWPM) 






obtained by student. 


2 


- Performs task(s) with constant assistance. 





SCHOQl(S) ATTENDED: 



7 



A 



DATES ATTEI^DED IKSTRuCTGR'S NAME(S) 



ERIC 
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MINIMUM 
PROGRAM 
STANDARD 


RATING 


CONDA 
YR, 


RY 

INSTR, 


.PCS] 
RATING 


' SECOI 
YR, 




AREA OF COMPETENCY: TYPEWBITTEN COMMUNICATIONS (VERY IMPORTANT) 
















III.A. Types general business correcpondence froi: .typed 

rough draft, handwritten rough draft, verbal instruction, 
verbal dictation at the typewriter, machine transcription, 

y and information compiled and composed at the typewriter. 
















III.B. Types multiple copies of general business forms that 
are pertinent to the specific business froi^,: typed • 
rough draft, verbal ; instruct ion, verbal dictation 
at the typewriter, machine transcription, and inform- 
ation compiled and composed at the typewriter 


* 


■ » 










\ 


III.C. Types miscellanious material from: typed rough draft, 'i^ 
handwritten rough draft, verbal instruction;' verbal * 
dictation at the typewriter, machine transcription, 
and information compiled and composed at the type- 
writer 






l' 










< 

II. D. T^ypes reports (carbons may be required) from: typed 
rough draft, handwritten rough draft, and machine 1 
transcription J 






\ 






• 




I.E. Types or prepares copy for reproduction 
















III,?, l^es correspondence, 'records,Vreports, forms, and 
•miscellaneous material from: typed rough draft s 
handwritten rough draft, verbal instruction, verbal 
. dictation at the typewriter, machine transcription 

and information compiled and composed at the typewriter 
with carbon copies 






0 




1 







46 
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i. J 

* 

• 


MINIMUM 
PROGRAM 
STANDARn 


SECONDAR 
kATTnG yr, 


Y 

INSTR, 


POST 
RATING 


SECOJ 
YR, 


IDARY 
INSTR; 


I.G. Proofreads and lakes neat and accurate corrections 
of typed Material 

t 




■"1 ' 

1 

1 

1 










* 

Coments; l^gh draft pwpm ( pwpin ninlaum standard) for minutes ( ^minutes) 

. /Machine transcription pwpm ( 1 pwpm minimum standard) for _j[ minutes (_ 

• . \ - 


_iiilnutes) 

4 

•» 


f 


AREA OF COMPETENCY: COMMUNICATIONS COMPOSITIOr (VERY IMPORTAlfT) ^• 












1 


• 


I.A. Composes business letters under direct supervision 
: ^5 
















• 

I.B. Composes business and informational reports .under 
direct supervision 




...... — 










■ 11 

. 


I.e. Compo&es and/or edits other materials under direct 
supervision 






1 






1 




Comments: . 




/ • 


v.; 




AREA OP COMPETENCY: RECORDS. FILING AND MANAGEMENT 














i '• 


II.A, Maintains the currently used, filing system ' , 












\ 


Irl 
f 

-4J 
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MINIMUM 
PROGRAM 
STANDARD 


SECONDi^ 
RATING, YR, 

1 


INSTR, 


POST 
RATING 


SECO) 
% 


IDAKY 
INSTR. 


I.B. Revises files to keep them current , ' ' 




' — r- 

! 










I.e. Cross-references docuiiients and prepares cross- 
reference materials 






i ' 

1 
1 

1 

1 ■ 

1 










I.D. Maintains index files 










' 




• 


I.E. Maintains "tickler" files for follov-up responsiMlities 
















: _, 

'I.F. Maintains personal "vork in progress" file 










■ 


■ 




I.G. Operates micro-reproducing equipent (Optional) 

r 














• 


I.H. Selects materials for micro- reproducing (Optional) 


— 1 




• 


• 








I.I. Determines recordkeeping needs and suggests a filing 
systfln 












- 




l.J.' Estallishes and sets up a filing system , , 

















Coments: 
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1 ( - . . ■ 

■ ' 


MINIMUM 
PROGRAM 
STANDARD 


SEC 
RATING 


ONDAR 
YR. 


Y 

INSTR. 


POST 
RATING 


SECON 
YR. 


DARY 
INSTR, 


AREA OF COMPETENCY: PUBLIC RELATldNS AND STAFF SERVICES (VERY 
- ' IMPORTANT) 
















inid^ 'JScreend persons who enter the office 

£ — — — ^ 
















^■1;B, Manages appointment infonruition ^''^^^^^^ 
















Comnents: <^ / ^ ■ . 


AREA OF COMPETENCY: OFFICE FUNCTIONS 
















I .A, Keeps the reception area in order 
















I,B, Operates intercom system 






I 










I.e. Maintains a bulletin board of announcements, news, etc. 
















I.D. Maintains employee information directory 
















I.E. Writes/prints legibly 










1 
i 






Conments: 



52 
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ERIC 



, 1 


MINIMUM 
PROGRAM 
STANDARD 


SE( 
RATING 


;ONDAF 
lYR. 


lY 

1 INSTR. 


POST 
RATING 


SECON 
ilL 


DARY 
INSTR, 


AM OF COMPETENCY; OFFICE EQUIPMENT : 

» 
















II.A. Maintains office equipent 
















lifi. ' Selects and keeps equipent current 


• 












• 


Conments: ' . r 


I 

• 


AREA OF COMPETENCY; OFFICE SUPPLIES (IMPORTANT) 

• 
















III,A. Maintains and keeps up to date personal and office 
inventory of supplies 
















Comnents; ' . , , . • . 


AREA OF COMPETENCY; MEETING/TRAVEL ARRANGEMENTS {WJ IMPORTANT) 










1 






_ , . 

I, A, , Makes travel arrangements 
«j — ^ —1, , . 
















I.B, Schedules meetings and/or conferences 












1 





MINIMUM 


SECONDARY 


POST SECONDLY 


PROGRAM 










STANDARD 


ll'.TING|Yl^ [IKSTR. 


RATING 


YR, 


IKSTR, 



Coments: 



AKM ur uunriiiiiiiji/i: iriWHuriiii i/UnnurtiuAuunb [imi ■mrwiMii 














- 


I. A. Answers incoming telephone calls 
















I.B. Places outgoing tslephone colls 
















I.e. Places outgoing and receives incoming calls uaing . 
speci&iized teiepnone e(iuipni6iii 
















I.D. Finds' needed information by using the telephone 
directpry 

— ^— • 














-7 


11. E. Maintains internal telephone records and checks them" 
against ))llling 

~ ; V . : ' 






! 










I.F, -Omit- / 






I_ 









Gooments; 



AREA OF COMPEWCY; MAIL (VERY IMPORTANT) 

I 














ILA. Receives- and processes incoming mail 















I 



Prepares outgoing mail 



MINIMUM 

him 

STANDARD 



SECONDARV 
RATING YR, INSTR, 



POST SECONDARY 
RATING YR, INSTR 



ComiiientB: 


• 














AREA OF COMPETENCY: REPROjJRAPHIC SERVICES (IMPORTANT) 
















II.A. , Supervises and/or creates needed copies 
















I.B. Makes decisions about reprographic needs 














1 


Coments: ' , • 

1 * 


AREA OF COMPEmCY: NUMERICAL DATA (IF NO PAYROLL OR ' 
• ACCOUNTING DEPARTMENT EXISTS) : 

^^p.pa^^p.-^— ■■ ■^■ 






1 










« 1 

LA. Maintains a petty cash fund (Optional) 






\ 










LB. Maintains a pegtoard accounting system as needed for 
specific business (e.g. payroll, cash receipts) 




) 






p 


• 


* 


1,0, Prepares payroll t 




t 


\ 




> 


K 
■ t . 


, r 


I .D . Maintains ' checking account 




If 








( • 





1 * 

/ 

/ 


MINIMUM 
PROGRAM 
STANDARD 


S£ 

RATING 


CONDiU 


n 

INSTR. 


POST 
RATING 


SECOI 
YR, 


IDARY 
INSTR 


I.E. Handles p&pent of bills and statements 
















I.F. Maintains accounts receivable records 
















I.O. Maintains accounts payable records 




- 










♦ 


I.H. Maintains Journals 












1 




I.I. Keeps necessary records for the business 
















Coraents: 

I 








AREA OP COMPETENCY: DATA PROCESSING (VERY IMPORTANT) 










< 


< 




'I. A. Codes forms for data entry 
















I.B.. Reads computer printouts to obtain Information to prepare 
.required reports 
















I.C, Checks source documents against computer printouts for 
accuracy 








1 




• 




I.D, Operates CRT display screen to check for accuracy or 
g Q verification of information (optional) 














ftl 
01 



ERIC 



1 

, ; » 


> 

MINIMUM 
PROGRAM 
STANDARD 


SE 

RATING 


CONDAi 
YR, 


lY 

INSTR, 


POST 
RATING 


,SECO 
YR, 


KDARY 
INSTR, 


Comments: 






• 




m OF COMPETENCY: REFERENCE MATERIALS (VERY ItffORTANT) 

-U- . 






i 

I 










III, A. ■ Uses general reference materials to look up spelling, 
pronunciation, definition of terms, compose, edit, 
and aid in research 
















I.B.., Maintains a reference library 










• 






Comments: 

.'I ^ 


y 


AREA OF COMPETENCY: MACHINE OPERATION (VERY IMPORTANT) 
















I. A, Operates the standard manual typewriter to perform basic 
office duties 
















^ 1 — 

I.B, Operates the standard electric typevriter to perform . 
• basic office duties > 






0 










I.e. Operates the selectric typewriter to perfori basic 
office duties 


] 















6S , 
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4 

( 


MINIMUM 
PROGRAH 
STANDARD 


SEC 
RATING 


ONDARl 
YR, 


{ 

INSTR, 


POST 

n if TUP 

RATING 


SECO^ 
YR, 


IDARY 
INbTR, 


I.D. Operates the lelf-correctlng typewriter to p^fonn 
basic office duties (Optional) 
















' I.E. Operates the proportional spacing typewriter to 
perform basic office^utles (Optional) 
















I.F. Operates the autoiatlc /power typewriter to perform 
basic office duties (Optional) Kind: 
















I.G. Operates -the 10-key adding machine to perform basic 
office duties 
















I.H. Operates the electronic display calculator to perform 
basic office duties 
















1 

I.I. Operates the electronic printing calculator to perform • 
basic office duties 
















I.J. Operates the printing calculator to perform basic office 
• duties (Optional) 






I 






✓ 




I.K. Operates the full-key adding machine to perform basic 
office duties (Optional) 






i. 










.I.L. Operates the transcribing machine to perform basic 
office duties 
















Coments: 
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MINIMUM 
PROGRAM 


SEC 

?.\TING 


ONDAR 


Y 

INSTR, 


POST 
RATING 


SECOIi 
YR, 


n)ARY 
INSTR, 


AREA OF COMPETENCY: SUPERVISED WORK EXPERIENCE, OFFICE 

SIMULATION, STUDENT ORGANIZATIONS (OPTIONAL) 






V 




1 




• 


I. A. Participatcfl in Bupenleed work experience training 
(co-op or internflhlp)- ' 
















I.B. Participates in a simulated office pro(5rani 












# 




I.Ci Participates in co-curricular student organizations 








• 


ji — ,, — 




S 



Coments; 



Statements of competencies can be graded at either the secondary or post-secondary level. 
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INDUSTRY REPRESENTATIVES ' 



THE FOLLOWING INDUSTRY REPRESENTATIVES WERE INVOLVED 
IN THE DEVELOPMENT OF THE TASK LIST FOR THIS OCCUPATIONAL PROGRAM 



Mrs. Arlene O'MaUey 
3M CoipaDy 
22-ll»C ' 
3M Center 

St, Paul, MN 55101 



Ms. Mary Ruprecht 
ikO West ^^fyrtle Street 

'■'litith.'i 55811 



Ms, Barb'ara Mark ' 
Olsten 'b Teiporaiy Service 
IT3 Metro Square Building.. 
St. Paul, MN 55101 



Ms. Marilyn Grieg 
19'*5 0akdale 
Apartment llf 
West St. Paul, M 55118 



Ms. Nell Ingles 
Univac Plant 8 
3333 Pilot KNOB 
MN , 55121 



Ms. Cheri Hopkins 
3601-l6th; Avenue Sout,. 
Minneapolis, MK 55'tOI 



Ms. Kathleen Aulert 
Ms. Jankraus 
St, Paul Companiep'^ 
385 Washington 
St. Paul, MN 55102 



Ms. Vicki St., Ores • 
American Hoist and Derick 

Corporation Division 
63 South Robert 
St.' Paul, MN 55107 



Ms. Maiy Challenger 
First National Bank of 

Minneapolis 
120 South 6th Street 
Minneapolis, 1 55l»n2 



Mr. H. B. Eichinger 

S.B* Foot - Kenning Bench Street 

Red Wing,- MN 55066 



Ms. Ann Thorns 
Northvestern Bell Telephone 
1|08 St. Peter 
Suite 100 

St. Paul, MN 55102. 



Ms. Phylis Ward 
Office Manager 
Willmar AVTI 
Box 109? 

Willmar, MN ■ 562OI 



DEVEMS 



Curriculum Articulatibn Project 



Dr. Laura J. Burger, Director 
Ms. Deena B. Allen, Curriculum 

Specialist 
Statewide Curriculum Articulation 

Project ' 
3554 White Beai, Avenue 
White Bear Lake, MN 55110 

Ms. Connie Kohls, Curriculum 

Specialist 
Statewide Curriculum Articulation 

Project 
Brainerd A.V.T.I. 
300 Quince Street 
Brainerd, HN 56401 

Muriel Copp 
Red Wing A.V.T.I. 
Red Wing, HN 55066 



LoiS' Johnson' 
Dakota County A.V.T.I. 
P.O. Drawer K 
Rosemount, MN 55068 

Judy ^Jelson 

Tech High ' 

12th Avenue and 7th Street So., 

St. Cloud, MN. 56301 

Willa Campbell 
St.. Cloud A.V.T.I. 
1601 Nii^th Avenue 
St. Cloud, MN 56301 

Doris Duray 

Red Wing Sr. High ^ 
525 East Avenue 
Red Wing, MN 55066 



Ray Stapleton 

44th Avenue and 4th Street 
Denfieid High School 
Duluth, MN. .55807' 

Sue Carlson ^. 
Runestone Cooperative Center 
511 Hawthpme Street 
Alexandria, MN 56308 



''•4" 



Sue Thontpson 

Sial«y High School ; , 

2920 East 80th Street 

Inver Grove Heights, MN 55075 

•> 

Frank Jordon 
Richfield Sr. High 
8100 Harriet South 
Richfield, MN 



•continued- 
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-DEVELOPERS continued- ' ,^ ) ' ' 

Cheryl Boche Sylvia Lee 1 Dorothy . Hansen 

So. Wwhington Co. Schools Hennepin Technical Center Hennepin Technical Center * 

^^^^^^^ North Campus > 9200 Plying Cloud Drive < 

8040 80th. Street South 9000 North 77th ^venue South Campus ' '--f 

Cot^ge Grove, MN 55016 Brooklyn Center, MN 55445 Eden Prairie, MN 55343 ' - 



EvaSova Richard Olson 

St. Cloud A.V,T.I. Granite Falls A.V.T.I. 

St. Cloud, MN 56301 Granite Falls, MN 56241 
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HUMAN RELATIONS AND PERSONAL DEVELOPMENT 



Secretarial/clerical personnel work with people. For this 
reason additional competencies in the area of Human Relations 
and Personal Development are needed by the student who wishes 
to become employed. People work together when they have an. 
understanding of themselves and their co-workers and when they' 
willingly make appropriate adjustments in their tiwn behav- 
ior;. ' ' 

The STATEMENTS OF COMPETENCY shown in the following section of., * 
this task list represent the minimal Human Relationship and 
Personal Development skills needed by graduates of secretarial/ ' " 
clerical programs. It should be recognized that students will 
continue to learn about themselves and others through daily ex-, 
periences they have in their careers. 



ii 
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? HUMAN KEUTIONS AND HRSONAL DEVEi 



Am OF COMPETENCY: COMMUNI CATIONS ' . 

A. Demonstratei acceptance of people In a friendly business-like manner 

. 1. Interacts verbally with people In comunlcatlng a message , 

I" , 

a. enunciates clearly ' 

b. uses correct granmar and appropriate choice of words 

c. shows/demonstrates tac^ 

d. responds courteously 

e. uses a pleasant speaking tone, rate and volune 

2. asks, remeibers and uses persons' naies In coinunlcatlng with people 

3. ' Interacts non-verbally with people In connmnlcatlng a pessage 

a. recognizes the meaning of facial expression 

b. recognizfis the meaning of bqdy language 

' c, . recognizes the meaning of eye contact \ ^ 
d. recognizes the meaning of hidden messages | * 

B. Listens to and responds to the messages received from .'co-workers, supenlsors and visitors 

I'Vi , « 

1. takes notes when receiving Instructions 

2. periodically looks at the person who is speaking tb 'obtain visual cues 

3. asks for clarification when the message is not understood 

4. concentrates on one thing at a time as directions are given 

i 

C. Gives directions and responds to other people 

/ 

1. makes use of an understanding of human behavior 

2. displays an ability to be assertive without being offensive 

3. deals effectively with angry or defensive co-workers/customers 

4. recognizes, the uniqueness of and differences in individuals 

AREA OF COMPETENCY! SELF-DEVELOPMENT 

A. Demonstrates a disposition for continued personal growth and understanding of self 



1. thinks positively about himself /herself and his/her future 

2. does not show off to bolster his/her self-confidence 

3. waits for what he/^he wants * 

4. makes up his/her mind decisively 

5. admits his/her shortcomings ' 

6. recognizes and builds on his/her strengths without becoming vain 

7. seeks out new ways to develop his/her talents 

8. \»8 a reallstlce self-image based upon the way that others see him/her 

9. has a positive attitude about self and others 

B. Display!^ personal development for social living 

1. handles personal finances 

2. chooses life style and housing options 

a. displays an ability to live and work with others harmoniously 

3. chooses safe and reliable transportation 

4. Identifies personal biases, prejudices, and stereotypes 

C. Shows emotional maturity 



77 



1. tolerates frustrations 

2. thinks for himself/herself 

3. Is calm and exerts extra effort to' keep on an even level 
• 4. tackles unpleasant tasks without self-pity 

5. takes responsibility for his/her own actions 

5. iiiderstandB his/her role in gtoup dynamics 

' 7. takes orders without becoming obstinate 

8. is motivated by a long-range plan, not by whims or desires of each passing week 

9. does not nurse grudges or try to get even .a 

D. Haintains professional maturity 
\, has clearly defined career goals . 

■ a. views his/her jib professionally, rather than as only a means of obtaining a pay check 

b. sees job satisfaction as part of good mental health 

c. sets realistic goals based on his/her abilities 

AREA OF COMPETENCY; ' PERSONAL APPEARAMCE 

A. Maintains good physical fitness behavior patterns 78 

1. gets sufficient sleep 

2. shows .good nutrition 
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3.' gets proper exercise i 

A. has annual dental and nedical check-ups 

5. has good posture 



B. Shows good visual poise 

/ ■ 

1. .demonstrates an appropriate method of standing, walking, sitting, bendinn and llftiDK 

C. 'Selects and wears proper office attire ' 

1. is^ groomed attractively and tastefully 
wears clean, wrinkle free garments 

b. wears flattering colors and' garment styles for his/her figure 

c. chooses accessories that are appropriate for work 

; (1) fads , ' ' , • 

(2) fashions • 

d. coordinates colors of garments and accessories worn together 

e. plans a wardrobe* for a limited budget ^ 

f< wears shoes that are quiet, polished, fastened and in good repair 
g< shops for clothing that is well constructed so that It will last 

D. Has good personal hygiene habits 

1. bathes his/her body regularly I 

2. uses antiperspirant 

3. has clean hair, skin, teeth, nails, and breath 

4. wears clean clothes that have been laundered properly 

5. removes hair properly and regularly from selected areas of the body 

6. applies cosmetics in a skillful way to enhance features 

7. subtly applies body fragrances 

AREA OF COKPETENCY; OFFICE AmTUD.E . ■ 

A. Relates to male and female co-workers of all ages, skills, backgrounds, and positions 

1. contributors to a team effort ' 

a. requests and/or gives assistance to other people 

h. handles constructive/non-constructive criticism and profits from it 

c. declines invitations gracefully ■ 

' d. responds cheerfully and gives praise when appropriate 

e. is supportive and encouraging to co-workers 



2. assunes Individual Jpb responsibility 

3. deals effectively with ftlctlon and tension within the office 



a. co-workers who don't assuie full share of, workload 

b. 'moodiness of cp-workttfl/supervlaots ■ ' 
i, favoritism among staff 

d. personal problems which interfere with work i ■ 

e. offensive language or behavior of co-workers, supervisor or customers 
p. Improper hygiene of co-workers which is offensive to others 

g. angry cussomers 

h. chronic complainers ' 
1. short-tempered co-workers, supervisor or self i 




V • ■•V. , 

7. ihows professional commitment to his/her, employer 



I 



Supports company and employer by exhibiting professionalism 

1. shows loyalty .to company ' ^ 

2. follows the company's policies i • , 

3. maintains confidentiality of company/lnstitutionai information 

4. anticipates needs of supenleor 

5. demonstrates cost control t ' '.liS ' ' 



^: a. consene supplies U: . /M \ 

b. use time efficiently ^ .' • 

c. develop and Improve personal work methods and procedures 

6. displays good housekeeping habits ' ' 

a. cleans and maintains work area' '' \\ 

b. cleans and organizes employer's work area as Instructed 

c. makes coffee and keeps coffee area lieat and clean , ' * ^ 



a. shows flexibility and willingness' to try new approaches ,; ; 

b; is versaCile and wiling to adopt his/her behavior to new situatians 
c. willingly works overjtime to meet scheduled deadlines . > 
' d. asserts his/her feeling, needs, and competence in communicating with his/htr 
about salary,- benefits, and cdinpany policy 

Shows that he/she is dependable in the office situatlbn ' 



1. has work habits ^fhat insfaJ work being accoinpllshed on time and correctly | 

2. arrives at worjJbn time' and ^ ' 

3. plans and schedules wojrk' assignments and priorities 
4ii takes reasonable coffee .^eaks and Ilnch breaks 

5. has a good attendance relfiord with sick leave and personal days taken when necessary 

6. pays attention to detaH.;'io that high quality work Is maintained consistently 
|f7. follows through to cooRleUon work that has been started 



T k 1 

' D. "Shows Initiative In gaining professional advancements 
I. seeks Job/self enhancement experiences 



a. updates hls/hef 'sXlHs and knowledge thi[ough formal education, In-house training, and 
Informal commiinlcVtlon ; > 

b. participates in professional oreanlzatlbnfl 

2. ^selects or rejects 'job promotions based on opportunity, personal goals, and circumstances 
a- examines alternatives and engages in career planning 



(1) long ^ ; 9 

■ (2) short term , > a ^ 

AREA OF COMPETENCY; SOCIAL AND BUSINGS ETIQUETTE 

• A. Displays proper social etiquette * . " , . . 

■ ■ ' ' ' 

1, etiquette for social functions (e.g.lntroducllons, table manners, comwn courtesy) 

I 

, Bi Displays proper business etiquette* 
I ■ *> 

f. . . ' j( I, converses with ^o-workers and guests in a socially acceptable manner, wifhin the time / 
cohstralntof the office situation ' '''' 

a. office bifelness (non-con^dentla])) 

b. personal business ■'' :| • • ' 

c. _ ^oclal events 

N.' , topics of general Interest ■ i ' ' . -i^ 

W uses the informal communlcatJbns network (grapevine) within tlie off-Ice in a positive way 

• ' ■ .V 
' 3.* refrains from contlbutlng to office gossip . ■ t 



4. addressee superior properly (e«g«Mr.« Dr., Ms«^ etc.>: 



^•^ formal ^'^^ 
b« non-fotmal * 

AREA OF COMPETENCY; JOB SEEKING SKILLS 

' Ajtg[ , .Jiie^tirti^a job opportunities for which Ifi/she is qualified 

. \ checks school bulletin board' r / 

2. reads newspaper ads , 

3. ' contacts enfployment agencies ' -"^V --" 

a. state '^^^Vi.; w' -' 

^ fr- private » . ^^c^f}}^'" ' 

4. uses personal <|pntacts , v 

B. Prepares for job interview 

1. writes and types a resume 

2. composes and types a letter of application 

3. contacts a prospective employer 

4. arrives on time ^ * 

5. ^ conveys an optimistic outrook and willingness to learn 

C. Participates in a job interview 

1. dresses and grooms himself/herself appropriately 

2. obtains job information from perspective employer 

^* job requirements 

b. benefits «» 
> c. .environment 

<J- salary 

®* opportunity for advancement 
f« company's jpyrpose and function 

D. Follows -^ip on the job interview 

: 1. sends an acknowledgment letter 
/ o 2. makes a phone call 





• * COMPETI 

^' . ' ' HUMA^REUTIONS AND mSONAL DEVELOPMENT, 

OCCUPATIONAL PROGRAM: Secretaiy/N^n-Shorthand Jawe oj %hL 



This competency, record tells what'the student, who Is named above, has demonstrated that he or^ she can 
do, A graduate Is one who has demonstratfed comp'etent performance of all the tasks designated for this 
occupational program. This competency record is to be used as an expansion of and/or supplemett to the 
traditional report card. S|udent performance can be rated at the secondary and/or post seconditf|f^evel 
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RATaiG SCALE ; 

'ft 

5 - Perftfnns ta8k(s) with ability that consistently 
exceed (s) program minimum standards set for job 
entry level; very competent. 

4 - Performs task(s) at job entry level; competent. 

3 - Perforfi!p'task(s) with periodic assistance. 

2 - Performs task(s) with constant assistance. 



1 - Is unable to perform task(s). ^., 

1 - Demonstrated ability to perform task(s) at or 
a|iove job entry level by taking a challenge 
test. 



PWPM - Actual production words per minute im 
obtained by student. j 



i 



I SCHOQL(S) KtmrJH: 



DATES ATTENDED IvSTRUCTOR'hM'tiii' 






HINIMlOj 
PROGRAM 
STANDARD 


SEC 
RATING 


ONDAM 


INSTR, 


POST 
RATING 


SECON 
YR, 


Mix 


AREA OF COMPETENCY: COMMUNICATIONS 


'1 








■ 






A. Demonstrates acceptance of people in a friendly-business-like 
manner 


»" 














B.' Listens to and responds to the messages r<!teived from co- , 
^.-^JiQXkfirs, supervisors and visitors 
















C/ Gives directibns and responds to other people 
















•i 

CoDunents: . .' 


, ] — , j ■ 


It 
i 

\ 1 ■ 


1 


• 



AREA OF COMPETENCY: SELF-DEVELOPMENT 
















A. Demonstrates a disposition for contllued personal growth and 
•understanding' of self 






• 










b(|^ Displays personal developlent for social living 






i' 

\ 










C. Shows emotional maturity 1^ : 










t) 






'■A 

D. Maintains profesjlonSl maturity ' * / 






\, 

\ 








1 jk 


Comentsi ^ . w a 


AREA^OI COMPETEP: PERSONAL APPEARANCE r ^ 




— ■ — 












'A.' "MAJntains good physical fitness behavior patterns , ^ 

















Shows good visual poise .v^ - . 
















CJ Selects and wea^rproper of f ice attire'W,. ^ 
















D« .H&s Mod personal hygle^ie' habits^ . y^V^ 

















-V HR/PD SNS 





MINIMLfM 
PROGRAM 
■ STANDARD 


SECONDARY 
RATING IyR/IINSTR. 


POST SECO^ 
RATING IyR. 


MY 

j 


.Coaments: 

> 


t 




1 




AREA OF COMPETENCY: OFFICE ATTITUDE 
















A. Relates to male and female co-workers of all ages, skills, 
backfirounds, and positions 




1 


1 










B. Supports company and employer by exhibiting professionalism 






r 










C. Shows that he/she is dependable in the office situation 


_ 














D. Shows initiative in wining professional advancements 
















Coiments; 

^ ~ 






« 






AREA OFfCOMPETENCY: SOCIAL AND BUSINESS ETIQUETTE 'kS'-'u ' ' 
















A. Displays proper social etiquette 




■ \ 








r 




B. Displays proper busiiess etiquette 
















Conments: • ■ ^ f ' 


• — 1 ' 


■ ; J 


ARE.^ OF COMPETENCY: JOB SEEKING SKILLS ' ■ ■ 
















A. ■ Identifies job opportunities for which he/she is qualified 


f 














B. Prepays for job Interview 








— 1 




; 


91 


V' ■ . 

iy^p|/--icipate8 in a job inteniew . , 


'■ii 


#^ 

s 













D. Follows -lip on the job interview 



PROGRAM 
STANDARD 



SECONDARY 



RATTNf; VP, INSTR, 



POST SECCM)/jlY 



RATING, YR, 



ComenCs: 



0 



INSTR, 



Statem^ts of coinpetencies cL bi.graded at either tHe secondary or' post-secondary level 



92 



93 



Developers: Hunan Helatloos ai)d Pei<8onal DevelopiAent 



Ms, Linda Jlnderson 
Hutchinson A. V.T.I. 
Hutchinson, 1 55350 



Ms. Linda Jeffries 
Moorhead A. V.T.I. . . 
810 Fourth Avenue South 
'Moorhead, M 5^560 



<5' 



/ 

/ 

/ ■ . 

Ms. Ann'Elllnson 
Moorhead A.V.l(l. 
810 Fourth. Avenue Soutl^ 
'Moorhead, ! 56560 



Mr. ,Milo Loken 

Hennepin Technical Center North 
' 9000 North nth Avea':s ' 
/■ ' Brooklyn Center,. MN 



Ms. }lary,Ruprecht 

Vord Processing ManagenenJ; 

Consultant 
lltO West Hyrtle Streist 
■Duluth, MH , 55881' ■ 



Ms. Villa CaipWll, " 
St. Cloud A.V.T.I. 
Cloud, MN' ,56301." • 



Miss Shirley Buckholz 
Minnetonka High School 
1830 Hijhvay T 
Minnet&a, MN 553lt3 



Ms. Cheryl Boche 
South. Washington Co. Schools 
Pai-k'Hlgh' ■ ^'^ 
Cottage Grove, 1 550T5 . 



' Ms, Katheryn Simonson 
' Brainerd A.V.T.I. . 
.300 Quince' Street 
' Brainerd, MN ffkl 



. Ms. Marlene Faulcovitz 
916XV.T.I. 

3300 Century Avenue ■ ^ 
- Jhlte Bear Lake," MN 55n0', 



Mr, Frank Starke 
Alexandria A.V.T.I, 
Alexandria, MN 56308 



Mr. Dennis Ipgen 
Alexandria A.V,T.I. 
Alexandria, MN ' 5^308 



Mr. Dave Teske 
Hutchinson A.y.T.I. 
Hutchinson, MN 55350 
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